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Demolition and
Disposition Submodule

Demoalition and disposition (Demo/Dispo) requirements were implemented
pursuant to, and in adherence with, Section 18 of the Housing Act of 1937 (the

Act), as amended. The U.S. Department of Housing and Urban Devel opment
(HUD) has implemented a regulation, 24 CFR Part 970, detailing the
administrative steps required to perform Demolition/Disposition to Public
Housing Projects in accordance with the Act.

The requirements include:

Determination of the physical conditions of properties.

Protection against the loss of valuable public property.

Oversight of the proper use of federal subsidies and revenues.
Assessment of owner compliance with business agreements (e.g.,
charters, use agreements, regulatory agreements, housing contracts).

The PIC Demo/Dispo Submodule assists the Specia Applications Center
(SAC) with its review of the required Demao/Dispo application submissions.

The submodule is easily accessible and an efficient system that allows HUD’s
program and oversight staff to review electronically submitted Demo/Dispo
application submissions on line (electronically) viaHUD’ s Internet site
(http://www.hud.gov).

Business Rules

Each submission must pass HUD’ s business rules in the Demo/Dispo
Submodule submission prior to submission acceptance. These businessrule
checks validate the accuracy and completeness of the Demao/Dispo application.
Conseguently, once a Demo/Dispo application passes the validation process, it
is ready for review by the Special Applications Center.

Objectives

In this manual, you will learn to:

Navigate to the Demo/Dispo Submodule.
Complete a Demoalition or Disposition Application.
Upload Attachments.

Remove Buildings/Units from the PIC Inventory.
Generate a Demo/Dispo National Report.

Note: Appendix A contains a quick reference guide for use as a submodule
refresher.
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The Demo/Dispo Submodule is an Internet application that offers accessto the
Demo/Dispo process.

Prior to the development of the Demo/Dispo Submodule, applications were
submitted via hard-copy format. The HUD Public and Indian Housing (PIH)
Office devel oped this submodule in the PIH Information Center (PIC) to
improve the availability of Demo/Dispo data, reduce error rates, and dign
submission processes with those of other housing projects funded through
HUD.

Furthermore, the property information in PIC is used to assessa request by a
Housing Authority (HA) to demolish or dispose of an entire development, or a
portion of a development, for a variety of reasons.

The submodule enables you to:

Automatically identify submissions that passed through system
thresholds as “ acceptable.”

Automatically display submissionsto field office staff.

Display detailed compliance, performance, and unit information.
Maintain reviewer comments.

Provide authorized PIC users the ability to allow resubmission of
applications.

Allow HAs, Field Offices, SAC, and Headquarters Users online access
to Demo/Dispo applications and schedules.

Share information with the public after proper approval.

About PIC

PIC isan easily accessible and efficient system that allows HUD' s program and
oversight staff to review electronically submitted Demo/Dispo application
submissions on-line (electronically) viaHUD' s Internet (http://www.hud.gov).

The PIC Demolition and Disposition Submodule User Manual 2-1



Submission Process

In the Demo/Dispo Submodule, the SAC anayst can review Demo/Dispo
submissions for accuracy and compliance. The overall process begins with the
HAs.

An HA enters and validates an application in PIC. Once validated, the HA
submits the data via PIC to SAC, where the application is processed.

Application processing includes compliance checks in accordance with the
Code of Federd Regulations (CFR) and statutes, the Performance Funding
Subsidy (PFS), the Capital Funding Program (CFP), and the condition of the

property.

The application is then made available to field office analysts who provide
input on the condition of the property based on compliance checks and
performance indicators. The fied office will agree or disagree that the
demolition and/or disposition should take place.

The PIC Demolition and Disposition Submodule User Manual 2-2
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3. Logging
On to PIC

Introduction

To access PIC, you need a user 1D and password. If you do not have auser ID
or password, please contact your executive director.

Follow these steps to log on to PIC:

]

What is Demo/Dispo
Submodule?

Step

Action/Result

]

Logging On to PIC

i

1. Start at http://www.hud.gov.

On the left side of the page, groups of
hyperlinks are categorized under
headings.

Navigating to the
Demo/Dispo
Submodule

2. Click the About HUD
hyperlink under the HUD News
heading.

The About HUD page is displayed.
Hyperlinks to HUD'’ s program offices
are listed on the right side.

]

The Application Tab

!}

The Application List

3. Click the Public/Indian
Housing hyperlink under the
HUD Offices heading.

The PIH page is displayed.

A Quick Find list of itemsis shown in
alphabetica order on the bottom right
side of the PIH Home Page.

Page
]

The Form HUD-
52860 (Application
Index) Page

4. Scroll to the “PIC — PIH
Information Center” entry (see
Figure 3-1).

i

Verifying or Modifying
Application Sections

]

The Supporting
Documents Page

¥

The Applications
Submission Page

i

The Remove from
Inventory Tab

i

The Reports Tab

Highlight an itern below and click on
"Go to this page" to access zome of
our most popular itermns, Please wisit
our site index for a comnplete list of
pages on the PIH web sita:

PIH Motices

PIH Procurernent & Contracting
People with Dizabilities
Property/Casualty Insurance b

Go to this pa E@I

Figure 3-1: The Quick Find list on the PIH Home Page.
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Step

Action/Result

5. Click PIC—PIH Information
Center with your mouse pointer.

6. Click the hyperlink titled Go to
this page.

The PIH Information Center home
page is displayed.

7. Click the hyperlink titled L ogon
to PIC, located in the center of
the screen (see Figure 3-2). Or,
click the hyperlink titled L ogon
tothe PIC System in the Quick
Access box.

The PIH Information Center logon
screen is displayed.

8. Typeinyour user ID and
password in the boxes on the
screen.

If you do not have auser ID or
password, please contact your
executive director.

9. Click the button titled L ogon to
PIC or pressthe ENTER key.

The PIC M ain Navigation page is
displayed.

information to HUD,

P Logon to PIC
b System Requirements
F Technical Support (Job Aids & Help)

Sub-Modules

The PIH Information Center (PIC} allows Housing
Authorities (HAS) to electronically submit

PIC consists of several sub-modules including:

PIH Information Center (PIC)

What is the PIH Information Center (PIC)?

@:‘f Local information
En espafiol
% Print wersion

=k Email this to a friend

If you already have a User ID and
Password, use the link below ta
logon into the PIC system:

Logon to the PIC § shem@

Figure 3-2: The PIC Home Page.
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4. Navigating to Follow these steps to access the Demo/Dispo Submodule from the PIC Main
. Navigation page:
the Demo/Dispo

Submodule step Action/Result
Introduction 1. Move your mouse cursor over | Three submodules are displayed (see
the Housing I nventory Figure 4-1.
) Module button.
What is Demo/Dispo . .
Submodule? - Housing Authority
] - Development
| Logging On to PIC - Demolition & Disposition
¥
“You Navigating to the Note: Accessto the other submodules
hAer o gjtr)“n% '3320 depends on the role(s) assigned to you.
} 2. Click the Demalition & PIC displays the Application List page.
| The Application Tab Disposition hyperlink.

The Application List
Page
) PIC HEADLINES

The Form HUD-
52860 (Application
Index) Page

i
Verifying or Modifying
Application Sections

¥

The Supporting
Documents Page

PEC Malntenancs

« Maore “8600" Errors in PIC - 1472003
_PIH Infermation d= Houzing Suthonty Intermdtard "3500" £ "3605" erorms [{ull text]

m & Development « SEMAP Reminder for FYE 9130 - 117003

Executive Summary | 9= Demolilion & Dispos tion SEMALF Carta dua by Saturday, How 28 [full tet]
Form - 50456

= "9600" Errors in PIC - 200300
Inciuces Housimg Authonty, Developrmend
ang Darmo-Disos submodulas,

= Lpdated Community Service Reminder - S0282003
Hes sl repod the data uaing Form SI06E [full tet|

« SEMAP Reminder for FYE 213002003 - 10247003
SEMAF cerdificalion due in FIC by 112202003 [full fext]

Browse all PIC Headlines.

The Applications Figure 4-1: The PIC Main Navigation page with the
Submission Page Housing Inventory submodules displayed.
¥

The Remove from
Inventory Tab

| The Reports Tab
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Upon entering the Demo/Dispo Submodule, the first page displayed is the
Application List page. Thisis one of several pages contained in the
Application tab (see Figure 5-1).

Application

Form HUD-52860 Supporting Documents Quality Checklist

Submission

Figure 5-1: The subtabs available in the Application tab.

There are four other pages under the Application tab. They include the:

Form HUD-52860 (Application Index) page
Supporting Documents page

Quality Checklist page

Submission page

Click a subtab to access the page.
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6. The Application
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{
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The Application List page dlows you to create an application or select from a
list of previoudy created applications in order to modify or complete them.

Information Presented in an Application List

The Application List is displayed in atable on the Application List page. The
number of previously created applications contained in the table is displayed
above the list (see Figure 6-1).

The table contains the following information:

Application Number: The entries in this column are hyperlinked. Click
an Application Number hyperlink to view the information for the
selected application.

Received Date: The date HUD received the application.
Application Type: See page 6-3 for more information.
Processor: SAC-Chicago is the only processor currently listed.
Status: The status of the current application.

Status Date: The date when the status was assigned.

Records 1to 3 of 3

m

DDADO00131 11/14/2002 Demoltion | SAC-Chicago HO Approved 1114/2002
DDADDDO1 32 Demeliion  SAC-Chicage [nactve 11442002
DDADDOO143 1118/2002  Demoliion  SAC-Chicago HQ Approved 11482002

Figure 6-1: An example of an Application List.

The table can be sorted in the following ways:

Click an Up Arrow button next to the Application Number column
heading to sort the list by aphanumeric order from lowest to highest.
Thisis the default list presentation.

Click an Up Arrow button next to the Application Type or Status
column headings to sort the table in alphabetical order from A — Z by
the selected topic.

Click the Down Arrow button next to the Received Date and the Status
Date column headings to sort the table in chronological order from

most recent to least recent.

Note: An Application List Table displays 100 applications at atime. If there are
more that 100 application in the list, PIC displays a Next hyperlink. Click the
hyperlink to view the next 100 records. After clicking the Next hyperlink, you
can also click the Previous hyperlink to go back to the previous page.

The PIC Demolition and Disposition Submodule User Manual
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The Application List can be narrowed by selecting filters for application types

and statuses

Follow these steps to narrow the application list by application type and status:

Step

Action/Result

1. Select the appropriate application
type from the Application Type
dialog box (see page 6-3 for more
information on application types).

2. Select the appropriate application
status from the Application Status
dialog box (see Figure 6-2).

3. Click the Retrieve button (see
Figure 6-3.

The Application List isfiltered to
display applications based on the
selections made from the dialog
boxes.

Application Status: ” -:j

Application List

Draft

HO Approved
Inactive

FProcessor Complete
Reviewer Complete
Submitted

Under Rewview

Figure 6-2: The statuses available in the Application Status

dialog box.

RBetrieve

Figure 6-3: The Retrieve button.

The PIC Demolition and Disposition Submodule User Manual
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Application Types
The different application types (see Figure 6-4) are described below:

Application Type: Demaolition/Dispaosition LI
All

Drekdinimis

Dermalition
‘Demolition/Dispositio
Disposition

Erminent Domain

HOPE %I Bevitalization
kandatory Conversion

Figure 6-4: The application types available in the
Application Type dialog box on the Application List page.

DeMinimis: PHA s may demolish units without submitting an application,
when proposing to demolish not more than the lesser of 5 dwelling units or 5%
of the total dwelling units owned by the PHA over a 5-year period. This occurs
only if the spaceis used for service or other needs of the public housing
residents or the demolished project piece is beyond repair.

Demoalition: The destruction, in whole or in part, of one or more permanent
buildings of a public housing project.

Demolition/Disposition: The combination of Demolition and Disposition.

Disposition: The conveyance or transfer by the PHA, by sale or other
transaction, of any interest in the real estate of a public housing project, subject
to the exceptions stated in Sec.970.2.

Eminent Domain: Power of the government to take private property for public
use upon compensating the owner.

HOPE VI Revitalization: In aHOPE VI Revitdization, the demolition is not
required to meet the provisions of Section 18 of the act or the corresponding
regulations, 24 CFR Part 970.

Mandatory Conversion: Revitalization of the property that meets the
requirements of reasonable revitalization or a plan for the remova of the
property from the PHA inventory.

The PIC Demolition and Disposition Submodule User Manual 6-3



Other application types include:

Homeowner ship: Homeownership alows a PHA to sl al, or aportion of, a
public housing development to digible residents or resident organizations, for
purpose of homeownership, provided that a homeownership plan has been
submitted by the PHA and has been approved by HUD.

Section 32: Makes public housing dwelling units available for purchase by
low-income families as their principal residence.

Section 5(h): A PHA may sdll dl or a portion of a public housing development
to eligible residents, as defined under § 906.8 of 24 CFR, for purposes of
homeownership, according to a homeownership plan approved by HUD.

The PIC Demolition and Disposition Submodule User Manual 6-4



The Create an Application Page

Click the Create Application hyperlink on the Application List page to access
the Create Application page. It alows HAs to create aDemo/Dispo
application.

Note: The Create Application hyperlink is available only for users with proper
security access role (see Figure 6-5).

Applicanon Type: [Cematition = Creats Applicaion
Applicaton States: [Dratt =
Reatrieve

Figure 6-5: The Create Application hyperlink on the Application List page.

Follow these stepsto create an application:

Step Action/Result

1. Click the Create Application | The Create Application pageis
hyperlink on the Application displayed.
List page.

2. Select the appropriate
application type from the
Application Type didog box.

3. Select the appropriate primary

contact's name from the
Primary Contact'sName
dialog box (see Figure 6-6).
4. Click the Create button to If you click the Create button, PIC
create anew application. displaysthe Application List page.

The list contains the new application.

You can dso click the Cancel

button (see Figure 6-7). If you click Cancel, PIC returns you to

the previous Application List page.

Prithaty Contact's M atne: l ;i

Figure 6-6: The Primary Contact’s Name dialog box on
the Create an Application page.

Cancel Creats

Figure 6-7: The Cancel and Create buttons
on the Create an Application page.

The PIC Demolition and Disposition Submodule User Manual 6-5



7. The

Form HUD-52860
(Application Index)

Page

Introduction

¥

What is Demo/Dispo
Submodule?

}

Logging On to PIC

]

Click an application number in an Application List to access the Form HUD-

52860 (Application Index) page (see Figure 7-1).

The Application I ndex page contains a table that displays the following

information:

Section (of the application)

Section Type (“Required” or “Not Required”)

Section Satus
Status Date

Note: The default Section Status for a new application is “Draft.”

Huh: WS EA Seattle Hub
. . Faaldl Ciffica: OCPH RLASKA COMMUNITY SERUICE CENTER
Na\”gat”:]g to the Fiald Ceffies HA AK00 T AHFC
Demo/Dispo Appiostion: D0 A0
Submodule Dnraadttion | D spos Ron Apelication
‘ Appiedion Type: Deraition Proressos SAL Chicago
Appkeadion Slatls HOY Al Eabm Dati AMT 2001
| The Application Tab
| S T TR Ty
The Application List Srzien Lt i M ol rarehle
R d Fdodified 0115
Page M 2 :
‘ “ Begyacsd Muodified LIREL e ]
Riyarai
“You The Form HUD- SHODI0LD PACTFIC TERRACE Modified 1
Are 52860 (Application Fection §: Deerripticn of Fropoesd: Action by Froject 1d CFF Parts 9T 8500 Required
h Index) Page A0 PACTFIC TRRRACE Hndifie nerzm
ere g Sectiond: Justificetion for Demolition. wnd!' o Disposdoon 24 CFR Pats #7006 Fegaeed
‘ weed K0T
AKO0I00 PACTFIC TERRACE Hndifien BRI ]
Verifying or Modifying Huctiim 7: Ralorabion 20CFR Farl 908 R
Apblication Sections AFDOI0L0 FACTFIC TERRACE Mndified 0113
PP Sertion #: Residest Corsmbstion 2 CFR Pade 97004 end 5702 Fepared
‘ ik[i]] T Modified 11413720
. Section T SicHon 413 Offet af 5:k 34 CFR Pl 19013 Hio1 Regossd
The Supporting AHOOIND PACTFIC TEHRACE Modifies 011 m

Documents Page

¥

The Applications . . . . L
Submission Page Y ou may modify or complete a section within an application by clicking the

I hyperlinked section entries on the page.

Figure 7-1: An example of an Application Index page.

The Remove from
Inventory Tab

]

| The Reports Tab
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The Add/Remove Development Page

Click the Add/Remove Development hyperlink on the Application Index
page (see Figure 7-2), to access the Add/Remove Development page.

Note: The availability of this hyperlink depends on your security access role.

Demaolition / Disposition Application

Applhoaton Tvpe: Demolition/Disposition Processor: SAC Chicago
Applcation Status: Diraft Stams Date:

AddEemove Development

Figure 7-2: The Add/Remove hyperlink on the Application Index page.

The Add/Remove Development page enables you to add developments to, or
remove devel opments from, the selected application.

Follow these steps to add a development to an application using the
Add/Remove Development page:

Step Action/Result

1. Select the appropriate available | Note: See Appendix B for
development from the Available | instructions on how to move multiple
Development dialog box. developments from the Available

Development box to the Proposed

Development box.

2. Click the Greater Than Arrow | The development is displayed in the
(>) button to add the selected Proposed Development dialog box.
development to the application
(see Figure 7-3).

3. Click the Save button to save the | If you click Save, PIC returns to the
information or the Cancel button | newly modified Application Index
to undo the addition. page.

If you click Cancel, PIC returns to
return to the previous Application
Index page.

The PIC Demolition and Disposition Submodule User Manual 7-2



Available Development: Proposed Development:

Cancel I Savel

Figure 7-3: The Available Development and Proposed Development dialog boxes on
the Add/Remove Developments page.

Follow these steps to remove a development from an application using the
Add/Remove Development page:

Step Action/Result

1. Select the appropriate proposed
development from the Proposed
Development dialog box.

2. ClicktheLess Than (<) Arrow | The development is displayed in the
button to remove the selected Available Development diaog box.
development from the
application (see Figure 7-3).

3. Click the Save button to save the | If you click Save, PIC returns to the
information or the Cancel button | newly modified Application Index
to undo the removal. page.

If you click Cancel, PIC returns to
return to the previous Application
Index page.

The PIC Demolition and Disposition Submodule User Manual 7-3
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8. Verifying or

From the Application Index page, click on the specific Section hyperlink to
access an application section.

Modifying
A lication HAscan accessan editable copy of their gpplication if it has not been
ppll | . X TR .
) submitted to SAC. A read-only copy of their application is provided after
Sections  submission.
Introduction Contact your SAC reviewer if changes are necessary after the application has
been submitted.
]
What is Demo/Dispo For new applications, only sections 1-3 will be hyperlinked. Sections 4-9 will
Submodule? . . .
| not be active until sections 1- 3 have been completed and one or more
developments have been added to the application (see Figure 8-1).
| Logging On to PIC |
Demo/Dispo Section 1: Genersl Information Required Mot Started 08/26/2002
SmeOdUI‘e |section 2 Long Term Possible Impact of Proposed & ction |Requi.red |N0t Statrted |IJS.I‘26;'2EIDE
Section 3: Board Fesolution, 24 CFE Part 9708 and .
| The Application Tab | Environmentel Review, 24 CFR Pasis 50 and 53 Required e R
 } [Zection 4 Description of Property 24 CFR Part 9702 [Required [Hot Started 22672002
The Application List g:;t?g:;g:g[)g;suc;iption of Proposed Action by Project 24 CFR Requited Mot Staed 02/262002
Page — — —
‘ g;?;ﬁs ;I;E?:;ED;;? Demolition and/or Disposition 24 Requited ot Started 027262003
The Form HUD- ection 7: Relocation 24 CFR Part 9708 Required Mot Started 08/26/2002
?2d860 igApp"Cat'O” Bection 8: Resident Consultation 24 CFR Parts 9704 and 9708 Required Mot Started 08/26/2002
ndex) age [3ection 9: Section 412 Offer of Sale 24 CFR Part 970.13 [Required [Hat Started nzs26/2003
Verifying or Modifying Delete Application |
Application Sections ] . L
PP ‘ Figure 8-1: The Section table on the Application Index page.

The Supporting
Documents Page

¥

The Applications
Submission Page

!

The Remove from
Inventory Tab

{

The Reports Tab |

Note: Sections 1-3 cover al developments within an application. Sections 4-9
have entries for each individua development in the application.

The following pages describe the information presented in each section of an
application, and how to edit it before the application is submitted for approval.
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Section 1

Click the Section 1: General Information hyperlink on the Application Index
page to access Section 1 data.

This section enables you to:

Read the Demo/Dispo application statement.

Verify that the pre-populated Public Housing Authority contact
information is correct.

After reviewing the statement and verifying the contact information, click the

Return to Application Index hyperlink to return the Application Index page
(see Figure 8-2).

Section 1: General Information

Fublic reporting burden for this collection of information is estimated to average 16 hours per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collaction of

infarmation. This agency may not collect this information, and wou are not required to complete this form, unless it displays a currenthy valid
OMB control number.

This information is required to request permission to demolish or sell all or porion of a development {i.e., dwelling units, non-dwelling
property or vacant land) ewned and operated by a Housing Authority, The information requested in the application is based on
requirements of Section 12 of the United States Houzing Act of 1937, 3z amended and 24 CFR Part 970, HUD will use the information to
determine whether, and underwhat circumstances, to permit Hés to demalish arsell all or 3 pottion of 3 public housing development.
Responses to the collection of information are statutory and regulatony to obtain a benefit. Approval of this application does not substitute
approval for funding of the demaolition or disposition action. The information requested does not lend itself to confidentiality,

Il odify Section
1. Housing Authority: 2. Date of Application: Orparated Wt_he Systom
upon submission.

3. Address:

CitwLocality:

State: Zip Code:;
4. Phone Ho: Ext. 0 FaxMNo:

Email Address:

5. Executive Director's Hatne:

Phone Mo Ext. 1] FaxMao:
Email & ddress:

6. Primary Contact's Mame:

Phone Mo Eaxt. FaxMao:
Email A ddress:

Eeturn to Application Index

* Designates a reuired field.

Figure 8-2: An example of the Section 1 display.
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Modifying Section 1

Follow these steps to modify the primary contact information displayed on the
page:

Step Action/Result

1. Click the Modify Section1
hyperlink.

If you do not have access this
hyperlink, please contact your
PI C coach.

2. Select the appropriate primary
contact's name from the
Primary Contact's Name
dialog box.

3. Click the Save button to save the | If you click Save, the application is
information or the Cancel button | modified Thisis reflected in the
to undo the modifications. “Status’ column of the Application

Index page (see Figure 8-3).

If you click Cancel, the application is
not changed and PIC returns to the
Application Index page.

| sefn | SeonType | Stats | StasDate]

Section | General Information Required 07130/2003
oechon 2 Long-Term Possible Impact of Proposed Action Mot Required Mot Started 0713072003

Figure 8-3: The Section table on the Application Index page
after Section 1 has been modified.

The Demo/Dispo Submodule generatesits primary contact information by
interfacing with the Housing Authority Submodule. If the primary contact
information is wrong in Section 1, it must be changed in the Housing
Authority Submodule first.

Note: Only certain HA information may be edited in the Housing Authority
Submodule. You may update the HA name, HA address, HA telephone
number, fax number, email address, the HA executive director |nformation,
and the primary contact information.
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Section 2

Click the Section 2: Long-Term Possible Impact of Proposed Action
hyperlink on the Application I ndex page to access Section 2 data.

This section displays the amount of Performance Funding Subsidy (PFS) and
Capital funding the HA received in a selected fiscal year (see Figure 8-4).

1. Ferformance Fundng Svbady (FFS)

ToFT 2001 ., this FA recered § 387444 per mitin FES fnds

The HA realimes that after thiz actwity talees place, FFS oill decrepae by 3 298713/ pear
frumber of demoddspes it proposed 3 nubsidy per uny

% Capital Fund Program

InFY 2000 , this HA recedred § 411535 per it in Capitd Finds.

The= Ht realimes that after this actrity talzes place, Capital fnding will decrease by § 2721665 1 year
{mumber of demofdispo muts propossd X subsidy per uni)

Figure 8-4: The Section 2 display

After verifying the datain this section, click the Return to Application Index
hyperlink to return to the Application Index page.
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Modifying Section 2

If the application has not been submitted, HAs can edit the Section 2
information. Follow these steps:

Step Action/Result
1. Click the Modify Section 2 A modifiable section of the application
hyperlink. is displayed.

2. Enter the total number of units
proposed in the Units
Proposedto be
Demolished/Disposedtext box
(see Figure 8-5).

3. Sdlect the appropriate Fiscal
Y ear from the Performance
Funding Subsidy FY didog
box.

4. Enter the exact amount received
by the HA per unit in the
Performance Funding
Subsidy $text box.

5. Select the appropriate fiscal
year from the Capital Fund
Program FY diaog box.

6. Enter the exact amount received
by the HA per unit in the
Capital Fund Program $ text
box.

Section 2; Long-Term Possible Impact of Proposed Action
Enter the total number of units proposed to be demolished/'dispozed [

1. Performance Funding Subsidy (PFS)

In FY [[Flesse Soec 2] |, this HA received § per unit in PFS funds,
Tlee HA reallzes that after this activity tales place, PFS will decresze by 5 — / vear.
(e of demoldispo units proposed X subsidy per wit)

2. Cagital Fumd Prograny

In FY [[Fleese Soiecl 2] , this HA received § peer unit in Capital funds.

Thee HA realizes Hest after this activity takes place, Capital funding will decreaze by 3 - / year,
(rundeer of demaodispo urdls peoposed X subsidy per unity

Coloilse |

Figure 8-5: The Modify Section 2 page.
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Step

Action/Result

7. Click the Calculate button.

The decrease in Performance Funding
Subsidy and Capital Funds per year will
be automatically calculated and will
appear next to the Performance
Funding Subsidy $ and Capital Fund
Program $ text boxes.

8. Click the Save button to save
the information or Cancel to
undo the edits.

If you click Save, the application is
modified. Thisis reflected in the
“Status’ column of the Application
Index page.

If you click Cancel, the application is
not changed and PIC returnsto the
Application Index page.
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Section 3

Click the Section 3: Board Resolution, 24 CFR Part 970.8, Environmental

Review, 24 CFR Parts 50 and 58, and L ocal Gover nment Consultation
hyperlink on the Application I ndex page to access the Section 3 data.

This section displays the following sections (see Figure 8-6):

Board Resolution 24 CFR Part 970.8
Environmental Review information 24 CFR Parts 50 and 58
Local Government Consultation

Section 3t Board Besolution. 24 CFR Part 5708, Bnviramental Hewiew. 24 CER Pans 5l and 58, and L ocal Goveimment Consifiaibon
| Brard Bemolvpiern ik er 2. Date of Baard B esahuting
243 3212002

3. Whe 5 conducting the eoveonreatal reaew?
(% Field OMbce under 24 CFF. Part 50
O Ersponstle Eonty uoder 24 CFR Part 58

4. Give the date the HA contacted the HUD Field Offace to mdhate the ennronmedtal remew for dll the develeprvents i the application

5. TFthe ecaaronmendal review i to be perfoomed by a resporsible extrty, name the enbty

6. Letter of Acknowledgement fom Local Government Oficial = dated
Antach a ceps of the Lerter of Aclnewledpemeart and reference it 82 Secticn 3, e 4.

Eetnm to Applicatien Indey

Figure 8-6: The Section 3 display.

After verifying the datain this section, click the Return to Application I ndex
hyperlink to return to the Application I ndex page.
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Modifying Section 3 Information

If the application has not been submitted, HAs can edit the Section 3
information. Follow these steps to edit the data:

Step

Action/Result

L

Click the M odify Section 3
hyperlink.

A modifiable section of the
application is displayed.

Enter the appropriate Board
Resolution Number in theline
item 1 text box.

This completes line item 1.

Click the Attach Document
hyperlink to attach a copy of the
Board Resolution. Referenceit as
Section 3, line 2.

Enter the Date of Board
Resolution in the lineitem 2 text
box. Usethe MM/DD/YYYY
format.

This completes line item 2.

Click the appropriate option button
in line item 3to answer “Who is
conducting the environmental
review?” There are two choices:

This completes line item 3.

Note: The HA is prohibited from
using responsible entitiesif they

Field Office under 24 CFR Part | are applying for aHOPE V|-
50 funded demolition.
Responsible Entity under CFR

Part 58

Note: Refer to page 9-1 for more information on how to attach documents.

Section 3: Board Resolution, 24 CFR Part 9708, Enviranmental Review, 24 CFR Parts 80 and 68, and Local

Gowernment Consultation
1. Board Bezolution Number 2. Drate of Beard Fesolation
=00 437 10042008  WMWTDYYYYT

Abtach 2 copy of the Beard Resolaton and reference it as Section 3, line 2. Atach Docurnant

3, Who is concucting the emvironmental review?

 Field Office under 24 CFR Pasrt 50

& Bezponzible Entity under 24 CFR Part 58

Please note: Whera the demalifion is to be fonded with HOFE VI funds, the HA is prehibited from nsing Part 58,

Figure 8-7: Line items 1, 2, and 3 of the Modify Section 3 page.
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Step Action/Result

6. Enter the date the HA contacted the | This completes line item 4.
field office to initiate the
environmenta review in the line
item 4 text box. The date should
cover dl of the developments
included in the application. Use the
MM/DD/YYYY format.

7. Enter the name of the responsible This completes line item 5.
entity performing the environmental
review in the line item 5 text box.
(Only applicableif the Responsible
Entity option button is selected in
lineitem 3)

8. Enter the date of the Local

Government Official’ sL etter of
Acknowledgement in the line item
6 text box. Usethe MM/DD/YYYY
format (see Figure 8-8).

9. Click the Attach Document This completes line item 6.
hyperlink to attach a copy of the
letter. Reference it as Section 3,
Line 6.

10. Click the Save button to save the If you click Save, the application
information or the Cancel buttonto | is modified. Thisis reflected in the
undo the edits. “Status’ column of the

Application Index page.

If you click Cancel, the
application is not changed and PIC
returns to the Application Index

page.

4. Give lhe date the HA contacted the HUD Field Office to mittate the environmoentul review for all the developments o
the application,

522 WOLTDYYYY

5. If the ervironmental review iz to be performred by a responstble entity, mame the entity,
froe
6. Ledter of Acknowledgenent from Lol Government Oificial is duted 10002008 pOUTDEY Y
Aftach 3 copy of e Letter of Acknowledgement and reference it as Section 3, line 6, Alkach Docurnant

ercel | [Sma |

Figure 8-8: Line items 4, 5, and 6 of the Modify Section 3 page.
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Section 4

Click a Development hyperlink under the Section 4 heading on the
Application Index page to access Section 4 data (see Figure 8-9).

Section 4: Description of Property 24 CFR Part ¥70 3
ILoo1002 JOHNW ROBINSON HOMES
ILoo1012 EMERZON APTE

Figure 8-9: An example of the Development hyperlinks
under Section 4 of an Application Index page.

This page contains the following information:

Description of Property 24 CFR Part 970.8
Existing Unit Distribution

The Description of Property data contains 11 line items (see Figure 8-10).

Section 4: Description of Property 24 CFR Part 970.8
1. Developtnent Mame JOHN ROBINSON HOMES 2. Development Number: 1L001002
3. Date of Full Availability: 120171942 4 No. of Residential Buldings: 16
5. Mo, of Non-Residential Buddings: 1 6. Date Constructed:
7. Scattered Site: N
8. Single Family Houses: Duplexes:

3-Plezes 4-Plewes:

Other
9, Row House: 132 Walk-Tp: 0

High Rise: 0
11. Total Acres of the Development: 5.63

Eetun to Application Index

Figure 8-10: An example of the Section 4 Description of Property 24 CFR Part 970.8.

The Existing Unit Digtribution data is displayed in a table (see Figure 8-11).
The datais pulled from Development Submodule in PIC.

bl

Figure 8-11: An example of the Existing Unit Distribution table in Section 4.

After verifying the datain this section, click the Return to Application Index
hyperlink to return to the Application Index page.
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Modifying Section 4 Information

If the application has not been submitted, HAS can edit the Description of
Property information. Follow these steps to edit the data:

Step Action/Result

1. Click the Modify Section 4
hyperlink.

A modifiable section of the
application is displayed. It contains
the pre-populated description of
property information.

2. Enter the correct information in the
Single Family Houses, Duplexes,
3-Plexes, 4-Plexes, and Other text
boxes.

This populates line item 8.

3. Enter the correct information in the
Total Acresof the Development
text box. (This text box goes out 2
decimal places.)

This populates lineitem 11

Click the Save button to save the
information or the Cancel button to
undo the edits.

If you click Save, the application
is modified. Thisisreflected in the
“Status’ column of the

Application Index page.

If you click Cancel, the
application is not changed and PIC
returns to the Application Index

page.

Note: The Demo/Dispo Submodule does not offer the functionality to edit the
information presented in the Existing Unit Distribution table. The dataiis
generated by interfacing with the Development Submodule in PIC. Please
contact your field office if a unit is not in the Development Submodule.
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Section 5

Click a Development hyperlink under the Section 5 heading on the
Application Index page to access Section 5 data for the selected development.

This section includes 12 line items that describe the proposed project in detail.

Modifying Section 5

If the application has not been submitted, HAs can edit the Section 5

information.

Note: Contact your SAC reviewer if changes are necessary after the application

has been submitted.

Follow these steps to edit Section 5 data:

Step

Action/Result

1. Click the Modify Section 5
hyperlink.

A modifiable section of the
gpplication is displayed.

2. Enter the correct information in the
dialog and text boxes provided.

3. Click the Save button to save the
information or the Cancel button to
undo the edits.

If you click Save, the application
ismodified. Thisisreflected in the
“Status’ column of the
Application Index page.

If you click Cancel, the
application is not changed and PIC
returns to the Application Index

page.

The following pages of this manual describe each line item, and how to edit

them (if necessary).
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Section 5: Line ltem 1

Applications in which al of the units at a building entrance are being proposed
for removal are handled separately from those in which a portion of the units

are being proposed.
Line item 1, Proposed Action By Building Type, may only be used for

building entrances in which al units are being proposed in the same year for the
same action code.

Follow these steps if you are proposing action by building entrances.

Step Action/Result
1. Click the Modify Section 5 A modifiable section of the
hyperlink. application is displayed.

2. Enter the caendar year in which the | Note: Within an application, when a
proposed building entrance will be | building entrance is proposed, it is
demolished and/or disposed inthe | immediately removed from the list of
Calendar Year text box (see building entrances available by units.
Figure 8-12). A calendar year must be included for

each building being proposed for

demolition/disposition.

Section 5: Description of Proposed Action by Project 24 CFR Parts 970.8 970.9

1. Proposed Action By Building Type

Calendar Year: 2002 | VY¥YY

Figure 8-12: The Calendar Year text box on the Modify Section 5 page.
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Step Action/Result

3. Select the appropriate available Note: See Appendix B for
building entrance from the instructions on how to move multiple
AvailableB uildings dialog box. buildings from the Available
Buildings dialog box to the
Proposed Buildingsdiadog box.

4. Click the Greater than Arrow (>) | The selected available building will

button (see Figure 8-13) for the be moved to the Proposed
intended action. Buildings dialog box.

Arailable Buildings for Deto/Dispo Proposed Buildings for Demolition
0102-1-450 NORTH ETH STREET A Il D1—4—4SD MORTH ETH.STF’\EET,f 2004
0102-2-450 NORTH 6TH STREET 0101-5-450 NORTH ETH STREET / 2004
0102-3-450 NORTH ETH STREET 0101-6-450 NCRTH ETH STREET / 2004
0102-4-450 NORTH ETH STREET 0107-7-460 NORTH 6TH STREET / 2004

0102-6-450 NORTH ETH STREET
0102-6-450 NORTHETH STREET
0103-1-450 NORTHETH STREET
0103-2-450 NORTH 6TH STREET Proposed Buildings for Disposition :
0103-3-450 NORTHETH STREET
0103-4-450 NORTH ETH STREET
0103-5-450 NORTHETH STREET
0103-6-450 NORTHETH STREET v

I-

Figure 8-13: The Available Buildings and the Proposed Buildings dialog boxes
on the Modify Section 5 page.
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Section 5: Line Item 2

Lineitem 2, Proposed Action By Unit Type, may be used to make selections
by unit. If al of the units at a building entrance are moved to the Proposed
Action by Unit Type dialog box under Part 2, the selection of the building
entrance will automatically revert to Part 1.

Follow these steps to propose action by unit type:

Step Action/Result

1. Select the appropriate building
number from the Building
Number (s) dialog box (see
Figure 8-14).

Note: If abuilding is proposed
in a Demo/Dispo application or
removed from inventory, it will
not appear in the dropdown.

2. Enter the caendar year in
which the proposed unit will be
demolished or disposed in the
Calendar Year text box.

3. Sdect the appropriate available | Note: See Appendix B for instructions
unit in the Available Units on how to move multiple units from the
didog box. Available Units dialog box to the

Proposed Units didog box.

4, Click the Greater than Arrow | The selected available unit will be
button (>). moved to the Proposed Units didog
box.

2. Proposed Action By Unit Type
Select the building nurbed’s): 0101-1-450 NORTHETHSTREET_ &
* - indicates the building has units that ate assigned in this application.

Calendar Vear: .2004 YVYY
Available Units for Demo/Dispo : Proposed Units for Demolition :
010101-Family Unit-Bedroom?
Proposed Units for Disposition

Figure 8-14: Line item 2 on the Modify Section 5 page.
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Section 5; Line Items 3 and 4

Follow these stepsto fill out line items 3 and 4 of Section 5:

Step

Action/Result

1

Enter the calendar year when the
proposed action for non-residential
inventory will take place in the
Acresincluded in the Proposed
Disposition Calendar Year text
box.

Enter the number of proposed acres
in the Number of Acres text box.

This completes line item 3.

Note: The HUD data systems track
thisin acres. The system
recognizes up to two decimal
places (1234.56).

Enter the calendar year when the
proposed action for non-residential
inventory will take place in the
Buildingsincluded in the
proposed disposition Calendar
Year text box.

Enter the number of buildings in the
Number of Non-Residential
Buildings text box.

This completes line item 3.

Click the Attach Document
hyperlink to include asite map as
an attachment.

This completes line item 4.

Note: A site map is critica in examining partiadl Demo/Dispo requests. Please
mark clearly the units and buildings proposed for demolition or disposition on
the site map.

A copy of asite map for each development must be attached to the application
form. Refer to page 9-1 for more information on how to attach documents.
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Section 5: Line ltems 5 and 6

Follow these stepsto fill out lineitems 5 and 6 of Section 5:

Step

Action/Result

1. Usethetext box provided (see Figure
8-15) to enter the project debt estimate
if thisis a Disposition application
(Disposition Only). Provide the
estimate of debt for each development
in the application.

If you do not know the debt, the SAC
reviewer will get it from other
resources.

This completes line item 5.

2. Click the Attach Document hyperlink
to upload an attachment providing
building number(s) or the building
name(s) of the building(s) to be
demolished or disposed of, if thisisa
partia demolition/disposition.
Reference it as Section 5, line 6.

In this attachment, the HA should
explain why it selected the particular
units and buildings to be demolished in
the case of partial demoalition. For
example, in the case of demalition of a
section of the development, clearly
explain why the HA is proposing to
demolish this section over ancther.

This completes line item 6.

After the partid demalition
application is approved by the
SAC, the HA cannot change units
in the approval without HUD’s
approva.

Note: Refer to page 9-1 for more information on how to attach documents.

5. Tthus 15 a Disposion Application, estmate of Project Debt

demolished or disposed of

T

Attach Document

6. I application 1s a partial demoltion/disposttion of the development, provide the address, bulding number(s), or name of each bulding to be

Figure 8-15: Line items 5 and 6 on theModify Section 5 page.
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Section 5: Line Items 7 and 8
Follow these steps to fill out line items 7 and 8 of Section 5:

Step Action/Result

1. Click the Attach Document hyperlink | This completes line item 7.
to attach the lega description of each
parcel of land if the application isfor
the disposition of vacant land.

2. Usethetext box provided (see Figure | This completes line item 8.
8-16) to enter the appraised value
determined by an independent
gppraisal, if thisisadisposition
application.

Note: The estimated sae price must be
based on an appraisal. A copy of the
gppraisal must be included in the
application. This requirement is only
for a Digposition or a Demo/Dispo
application.

Note: Refer to page 9-1 for more information on how to attach documents.

7. Inthe case of disposition of vacant land, attach the legal description of each parcel of land Attach Document

8. If disposition, what is the appraised value determined by an independent appraisal?

$|—

Figure 8-16: Line items 7 and 8 on theModify Section 5 page.
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Section 5: Line Item 9
Line item 9 applies to Disposition or Demo/Dispo applications only.

Follow these stepsto fill out lineitem 9 of section 5:

Step

Action/Result

1

Click the check box that describes
the proposed disposition (see Figure
8-17). Check al boxes that apply.
The following choices are available:

A. Disposition at Fair Market
VdueviaPublic Sde

B. Negotiated Sde

C. Sdeat Lessthan Fair Market
Vaue

Note: If aHA selects “Negotiated
Sde” asthe method of
disposition, it must specify the
disposition cost as either fair
market value (FMV) or less than
FMV.

Choose “B” if the cost is FMV
and choose “C” if the cost is less
than FMV.

Click the Attach Document
hyperlink to attach a document that
provides ajustification if choices B
and/or C are selected. Reference it
as Section 5, line 9.

This completes line item 9.

Note: Refer to page 9-1 for more information on how to attach documents.

9. Whch of the followng describe the proposed disposition? (Checl all the apply)
] & Disposition at Fair Market Value via Public Sale

O B. Negotiated Sale

[0 C. Sale at Less than Fair Market Value

Figure 8-17: Line item 9 on the Modify Section 5 page.

Click the following link and scroll to 24 CFR Part 970 (@) of the regulations for
guidance on the justification for a negotiated sale:
http://www.access.gpo.gov/nara/cfr/waisidx 01/24cfr970 01.html
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Section 5: Line Items 10 and 11
Follow these steps to complete line items 10 and 11 of Section 5.

Action/Result
The Estimated Net Proceeds text

Step
1. Enter the Estimated Sales Price,

Debt, and Cost & Feesinthe
respective text boxes (see Figure
8-18).

If you do not know if thereis till
outstanding debt, contact your local
HUD servicing office. The Center
will update the debt amount at the
time of application review.

box will populate automaticaly.
This completes line item 10.

Refer to 24 CFR Part 970.9(b) for
more information. Determination
of net proceeds for scattered sites
are caculated differently, see 24
CFR Part 970.9 ().

2. Click the Attach Document
hyperlink to attach a document that
provides an estimate of gross and
net proceeds of the e (see the
next page for a description of this
attachment).

3. Click the option button that either
confirms (Y es) or denies (No) the
following statement: The HA
requests a waiver for the
requirement to repay the projected
debt.

This completes line item 11.

Note: The HA’sfirst priority isto retire outstanding debt with the proceeds of
sale unless waived by the Department. If an HA has bonded debt that cannot be
forgiven, proceeds must be used to make payment on the remaining debt. If the
HA has proceeds after payment of debt, its second priority is to ensure that
those proceeds are used for the provision of housing assistance to low-income
families, e.g., the modernization of another development or building low-
income housing.

10. Caleulation of Met Proceeds

- Cost & Fees $l = Estirnated Met Proceeds § iU- 0o

Attach Document

Estimated Sales Price § | - Debt 3]

11. How will the Het Proceeds be used?
The HA requests a waiver for the requirement to repay projected debt. © Yes © Mo

Figure 8-18: Line items 10 and 11 of theModify Section 5 page.
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Attachment Description

For the attachment in Section 5, line item 11, give a detailed specification of
how the proceeds will be used if the HA anticipates remaining funds after
paying the debt and/or related expenses (e.g., relocation, sales costs, etc.). Use
of proceeds must be approved by HUD.

The activities proposed should generally relate to housing services and should
be approvable under the Comprehensive I mprovement Assistance Program
(CIAP) and the Capita Fund program.
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Section 5: Line Items 12 and 13
Line items 12 and 13 apply to Demoalition or Demo/Dispo applications only.

Follow these steps to complete line items 12 and 13 of Section 5:

Step Action/Result

1. Enter the estimated cost of demoalition
in the (a) $ text box.

2. Enter the source of funds that will pay
for the demolition in the (b) Indicate
sour ce of funds text box.

Identify the source(s) of funding for the
demoalition or disposition (e.g.,
modernization, vacancy reduction, etc.)

3. Enter the year the funds sourceis This completes line item 12.
available for (see Figure 8-19) in the
and Year text box.

4. Provide abrief timetable based onthe | Thiscompletes line item 13.
number of days after approva of the
application that the following major
actions will occur:

Begin relocation of residents
Complete relocation of residents
Execution of demolition or
disposition sales contract
Demalition or disposition of the

property

12, What is the estimated cost of demolition?
(Include professional fees, hazardons waste reracreal, building and site fraproseement, dernolition and seeding and sodding of land. Do not include
relocation costs or site improverents such as landscaping, plavground, retaining walls, streets, sidewalks, etc.)

(2§ i (b Indicate the source of funds: I and Vear: l YVVY

13. General Timetable: The HaA is to provide a brief timetable based on the mamber of days after approval of the

B : : : : Attach D t
application that the following major actions will ocour: abatL e
A Begin relocation of residents l B. Complete relocation of residents I
C. Execution of demolition contract or - . .
disposition sales contract l D. Demolition or disposition of the property I

Figure 8-19: Line items 12 and 13 of theModify Section 5 page.
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Section 6

Click a Development hyperlink under the Section 6 heading of the Application
Index page to access Section 6 data

This section presents the rationale for the proposed demolition or disposition. It
is split up into three main sections:

Demolition Rationae
Disposition Rationale
Application Calculation Tables

For the rational e sections, the reason for the proposed action will be check
marked.

If the application is for a demolition based on the obsolescence of units or
buildings, the application calculation section is filled out as well.

After verifying the datain this section, click the Return to Application Index
hyperlink to return to the Application I ndex page.
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Modifying Section 6 Information for Demolition Applications
If the application has not been submitted, HAS can edit the Section 6
information.

Note: Complete Section 5 prior to Section 6 to ensure the proposed units
information is captured for Total Development Cost (TDC) calculation and
occupancy information.

Follow these steps to edit Section 6 data:

Step Action/Result
1. Click the Modify Section 6 A modifiable section of the application
hyperlink. is displayed.

2. Click the check box next to the | Note: If judtification is based upon
appropriate justification for obsolescence of the units/buildings,
demolition (see Figure 8-20). complete the applicable calculation for

the units proposed for demolition (see

the next page for more information).

3. Click the Save buttonto save | If you click Save, the application is
the information or the Cancel | modified Thisisreflected in the
button to undo the edits. “Status’ column of the Application

Index page.

If you click Cancel, the application is
not changed and PIC returns to the
Application Index page.

Demolition
Two Part (Jhsolescence Test

[T A. The project or portion of a public housing project, that-

1. the project or portion of the public housing project is obsolete as to physical condition,
location, or other factors, making unsuitable for housing purposes; and

2. no reasenable program of modifications 15 cost-effective to return the public housing project or
portion of the project to usefil hfe;

Density Reduction

[T B. For an application proposing demolition of only a portion of a public housing development, that the
demolition will help to ensure the viabiity of the remaming portion of the project. (This criterion may
not be used for scattered sites or total demelition. )

Figure 8-20: The Demolition Rationale part of the Modify Section 6 page.
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The demolition application must demonstrate to HUD that the cost of
rehabilitation compared with the cost guidelines for that development (i.e., 90%
of TDC) is excessive or unreasonable.

Follow these steps to complete the rehabilitation cost test:

1. Click the Attach Document
hyperlink to provide an
attachment supporting al the
applicable conditions. Reference
it as section 6, line 1.

2. Enter the HUD Notice number in
the Based on HUD Notice text
box.

3. Sdlect the appropriate locality
from the For Locality didog
box (see Fgure 8-21).

4. Enter the appropriate amount in
the Estimated Cost of
Rehabilitation $ text box.

5. Click the Retrieve TDC per The TDC table populates with
Unit button. existing data.
Examine the TDC per Unit
information based on the selected

HUD notice and locality. Compare
the TDC to the estimated cost of the
rehabilitation.

Also, review the Units information
from the data collected in Section 5
of the application.

Note: Refer to page 9-1 for more information on how to attach documents.

Total Development Cost (TDC) Calculation

Based on For : .
Sk Locality [ak-BOISE = Retrieve TDC per Unit |
Estimated Cost of Eehabiitaion  § I Attach Document

Figure 8-21: The TDC Calculation part of the Modify Section 6 page.
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Step

Action/Result

6. Enter the Unitsvacant for less
than 12 months and the Units
vacant for more than 12 months
information requested in the
Occupancy table (see Figure 8-22).

The Total Vacant Units and Total

Units Occupied and Vacant
columns populate automaticaly.

7. Click the Save button to save the
information or the Cancel button
to undo the edits.

If you click Save, the application
ismodified. Thisisreflected in the
“Status’ column of the
Application Index page.

If you click Cancel, the
application is not changed and PIC
returns to the Application Index

page.

5. Cccupancy Information as of the date of the application.

. Units Vacant for less than |Units Vacant for more than Vi] k] U_mts
Unit Type Vacant Occupied
12 months 12 months -
Units and Vacant
0 0 0

o | (o |
= I | 3 || =
[ I I
| I | 3 | 8
[ I I
E ! | s | W
4 R | | o | 4
I | o [
| | e [

Figure 8-22: The Units vacant for less than 12 months and the Units vacant for
more than 12 months text boxes on the Modify Section 6 page.
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Modifying Section 6 Information for Disposition Applications
Follow these steps to modify Section 6 for disposition applications:

Step Action/Result
1. Click the Modify Section 6 A modifiable section of the application
hyperlink. is displayed.

2. Click the check box next to the
appropriate justification for
disposition (see Figure 8-23).

3. Click the Save buttonto save | If you click Save, the application is
the information or the Cancel | modified. Thisisreflected in the

button to undo the edits. “Status’ column of the Application
Index page.

If you click Cancel, the application is
not changed and PIC returnsto the
Application Index page.

Dispnsiton
In the caee of an appbcatiot praposing disposiion by #ake of cther transter [ e.g. alease for 8 pear oF mare) of a public bosng project or atber
redl property subject to thde titde the retemtion of the propetty is not in the beat inberests of the rezidente o the pubbe housing ageneyr becanse;

Change In Meighhacheod

T, Ceedticns aothe areae surronndieg the pubbic heuang peopect adwerzely affect the bealth or safety of the readents or the feasitde operation
of the praject by the PHA: or

DJ'W—E‘DI'—GH Rﬂ!li:mﬂ'ﬂl

T, Drspissition allews the acquisition, developaent, or ehabiltation of otber properies that will be mwere eficientty or effs ciively cperatig as
Lot ome housng,

Iixed Fimamee and Crthear Beasan
(1B, The pubbc heasing sgency bea atbecange datermdoed e depoetn te be appeoprite Far rems one that are-
1 in the best misrects of the resdents and the FELA,
2 vomegtert wth the geals of the FHA and the PHA plan; and

5 otherwize conasten with this tifle, or

How-Drwelling Stmeoaves and Land

[F. Forlad and noo-dwelbng baldmgs, e pooperty s (1) eocess 4o e needs of'a FHA peayect, o (2] the disposihon i movdental to, ar
deoes net interface with, contreed operation of the pubbc housing project,

Figure 8-23: The Disposition Rationale part of the Modify Section 6 page.
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Section 7

Click a Development hyperlink under the Section 7 heading on the
Application Index page to access Section 7 data.

This section (see Figure 8-24) presents al information regarding tenant
relocation activities that will result from the proposed demolition/disposition.

Section 7: Relocation 24 CFR Part 970.8

1. How many individuals will be affected by this action? I

2. How will counseling and advisory services be provided?

Provide an attachment explaining and referencing it as Section 7, line 2. aftach Document

3. What housing resources are expected to be used for relocation?
[T Other Public Housing [T Zection® ™ Other

Provide an attachment explaining and referencing it as Section 7, line 3, Aftach Document

Per Unit Cost x !Nu. of Units = iTnhl*

[ ‘ s
| | sb_
o—

4. Estimated cost of counseling and advisony
setvices

$|
5

|
|
|
|5. Estimated cost of moving expenses |

6. Total cost of relocation expenses

* Allthe totals are calewlated.

7. %W hat sources of funding will be used to pay for relocation activities?
[T OperatingFunds [~ CapitalFund W CIAP [T HOPEWI [T Other

Frovide an attachment explaining and referencing it as Secton 7, Line 7. aftach Document

3. Has the HA provided residents with a general information notice adwising them
of the possible affects of proposed action?
Provide an attachment explaining and reference it as Section 7, line 8. Aftach Document

9. Howr many days in advance of actual relocation will the HA issue a notice of l‘_
eligibility to each Family to be affected b the relocation?

" ¥es 1 No

Cancel I Sa\rel

Figure 8-24: An example of the Section 7 display.

After verifying the datain this section, click the Return to Application Index
hyperlink to return to the Application Index page.
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Modifying Section 7 Information

If the application has not been submitted, HAs can edit the Section 7
information.

Follow these steps:

Step

Action/Result

1

Click the M odify Section 7 hyperlink.

A modifiable section of the
application is displayed.

Enter the number of individuals
affected by the demolition/disposition
in the line 1 text box.

This completes line item 1.

Click theline 2 Attach Document
hyperlink to provide an attachment
explaining how counsdling and
advisory services will be provided.
Reference it as Section 7, line 2.

This completes line item 2.

Click the appropriate Housing

Resour ce check box to specify what
housing resources are expected to be
used for relocation (see Figure 8-25).

Click theline 3 Attach Document
hyperlink to provide an attachment
explaining the housing resources
expected to be used for relocation and
reference it as Section 7, line 3.

This completes line item 3.

Enter the estimated cost of counseling
and advisory servicesin theline4 Per
Unit Cost text box. Also, enter the
total number of units this cost will be
applied to in the line 4 No. of Units
text box.

PIC automatically displays an
amount in the Total text box.

This completes line item 4.

Enter the estimated cost of moving
expensesintheline 5 Per Unit Cost $
text box. Also, enter the number of
units this cost will be applied to in the
line5 No. of Units text box.

PIC automatically displays an
amount in theline5 and line 6
Total text boxes.

This completes line items 5 and 6.

[] Other Public Housing

3. What housing resources are expected to be used for relocation?
Section B

] Other

Figure 8-25: An example of the check box options available in Section 7, line item 3.

In this example, the Section 8 option is selected.

Note: Refer to page 9-1 for more information on how to attach documents.
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Step

Action/Result

7.

Click the appropriate Sour ce of
Funding check box to identify what
sources of funding will be used to pay
for relocation activities.

Click theline 7 Attach Document
hyperlink to explain what sources of
funding will be used to pay for
relocation activities. Referenceit as
Section 7, line 7.

This completes lineitem 7.

Click the appropriate Line 8 option
button to specify if the HA has
provided residents with a genera
information notice, advising them of
the possible affects of the proposed
action.

10.

Click the line 8 Attach Document
hyperlink to provide an attachment
explaining the general information
notice, advising them of the possible
affects of the proposed action.
Reference it as Section 7, line 8.

This completes line item 8.

11.

Enter the number of days in advance of
the actua relocation the HA will issue
anotice of digibility to each family
being affected by the relocation.

This completes line item 9.

. Click the Save button to save the

information or the Cancel button to
undo the edits.

If you click Save, the application
ismodified. Thisis reflected in the
“Status’ column of the
Application Index page.

If you click Cancel, the
application is not changed and PIC
returns to the Application Index

page.
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Section 8

Click a Development hyperlink under the Section 8 heading on the
Application Index page to access the section 8 data.

This section presents the HA’ s resident consultation activities in detail.

After verifying the datain this section, click the Return to Application Index
hyperlink to return to the Application Index page.

Modifying Section 8 Information

If the application has not been submitted, HAs can edit the Section 8
information.

Follow these steps:

Step

Action/Result

1

Click the M odify Section 8 hyperlink.

A modifiable section of the
application is displayed.

Click the appropriate option button to
specify whether or not the HA has
consulted with the residents of the
affected development.

Click the Attach Document link to
provide an attachment describing the
consultation process and reference it as
Section 8, line 1.

This completes line item 1.

Click the appropriate option button to
specify whether or not thereisa
resident organization at the affected
development(s) (see Figure 8-26).

Click the Attach Document link to
provide an attachment explaining
consultation with the resident
organization(s) at the development and
reference it as Section 8, line 2.

This completes line item 2.

Click the appropriate option button to
specify whether or not there is an HA-
wide resident organization.

Click the Attach Document link to
provide an attachment explaining the
consultation with the HA-wide resident
organization(s) and reference it as
Section 8, line 3.

This completes line item 3.
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8. Click the appropriate option button to
specify whether or not there were any
written comments received from the
residents or any of the resident
organization(s).

9. Click the Attach Document link to This completes line item 3.
attach copies of the comments received
and the HA’ s evaluation of the
comments and responses to the
resdents comments. Reference the
attachment as Section 8, line 4.

10. Click the Save button to save the If you click Save, the application
information or the Cancel button to ismodified. Thisis reflectedin
undo the edits. the “ Status’ column of the

Application Index page.

If you click Cancel, the
gpplication is not changed and
PIC returns to the Application
Index page.

Note: Refer to page 9-1 for more information on how to attach documents.

Section 8: Resident Consultation 24 CFR Parts 970.4 and 970.8

1. Has the HA consulted with the residents of the affected development? T Yes  HNo

Frowride an attachment thoroughly describing the consultation process and
reference it az Section 8, line 1. Attach Document

2.1z there a resident organization at the affected development(s)?  Yes  Ho
Prowide an attachment explaining consultation with the resident organization(s)
at the development and referenice it as Section 8, Line 2. Attach Document
3. Is there an HA-wide resident organization? " Yes T HNo

Provide an attachment explaining the consultation with the HA-wide resident
organization(s) and reference it as Seciion 8, line 3. Aftach Document

4. Were atyy written comuments received from the residents or any of the

o &
resident organizations? e HA
Attach copies of the comments received and the HA's evaluation of the
cotturents and responses to the residents' comments and reference it as
Section 8, line 4. Attach Document

Cancel | Savel

Figure 8-26: The Modify Section 8 page.
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Section 9

Click a Development hyperlink under the Section 9 heading on the
Application Index page to access Section 9 data for the selected development.

This section (see Figure 8-27) details any offer of sale made to aresident
organization relating to the units/buildings proposed for demolition/disposition.

Section 9: Section 412 Offer of Sale 24 CFR Part 970.13

1. Did the HA provide an offer of sale to the resident organization(s) at the development? O Yes ©® Mo
2. Ifno organization existed, provide an explanation and reference it as Section 9, line 2.

3. Is the HA exervising any of the exceptions to the offer of sale requirements permitted by
24 CFER. 570 13(2)(2)7 If "yes', which of the following exceptions apply. O Yes @ No
Check the one that applies and referece it as Section 9, Line 3

Eeturn to Application Index

Figure 8-27: An exam ple of the Section 9 display.

After verifying the datain this section, click the Return to Application Index
hyperlink to return to the Application I ndex page.
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Modifying Section 9 Information

If the application has not been submitted, HAs can edit the Section 9
information.

Follow these steps:

Step Action/Result

1. Click the Modify Section 9 hyperlink. | A modifiable section of the
application is displayed (see
Figure 8-28).

2. Click the appropriate option button to
specify whether or not the HA
provided an offer of sale to the resident
organization(s) at the development

3. Click theline 1 Attach Document This completes line item 1.
hyperlink to provide documentation of
the offer and response or certification
of non-responsg, if the HA did provide
an offer of sale. Reference the
attachment as Section 9, line 1.

4. Click the appropriate option button to
specify if the HA provided the
residents an opportunity to form a
resident organization, if no
organization existed.

Section 9: Section 412 Offer of Sale 24 CFR Part 970.13

1. Did the HA provide an offer of sale to the resident orgamzation(s) at the development?  Yes  Ho

If "wes", provide documentation of offer and response or certification of
non-response and reference it as Section 9, line 1. Attach Document

2. Ifno organization existed, did the HA provide the residents an opportunity s -
. Sl Tes Ha
to form a resident orgatization?
If "no", provide an explanation and reference it as Section 9, line 2. Attach Document
3.1s the HA exercising any of the exceptions to the offer of sale requirement & Vg O 3

petmitted by 24 CFR 970,130 a7
If "yes", provide an explanation and reference it as Section 9, line 3. Attach Document

Cancel | Savel

Figure 8-28: The Modify Section 9 page.
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Step

Action/Result

5. Click the line 2 Attach Document

hyperlink to provide an explanation.
Reference it as Section 9, line 2.

This completes line item 2.

Click the appropriate option button to
specify if the HA is exercising any of
the exceptions to the offer of sale
reguirement.

Click theline 3 Attach Document
hyperlink to provide an attachment
justifying the use of the exception.
Referenceit as Section 9, line 3.

This completes line item 3.

Click the Save button to save the
information or the Cancel button to
undo the edits.

If you click Save, the application
ismodified Thisisreflected in
the “ Status” column of the
Application Index page.

If you click Cancel, the
application is not changed and
PIC returnsto the Application
Index page.
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9. The Supporting

~You
Ar e
here

Documents
Page

Introduction

!}

What is Demo/Dispo
Submodule?

]

Logging On to PIC

i

Navigating to the
Demo/Dispo
Submodule

]

The Application Tab

!}

The Application List

Page
]

The Form HUD-
52860 (Application
Index) Page

i

Verifying or Modifying
Application Sections

!}

The Supporting
Documents Page

v

The Applications
Submission Page

¥

The Remove from
Inventory Tab

}

The Reports Tab

Y ou can access the Supporting Documents page by click an Attach
Document hyperlink in one of the pages within the Application section.

This page enables you to upload files to attach to an application. Y ou can attach
only the following files:

Bitmap

Text

Rich Text

Microsoft® Excel
Microsoft® Word
Microsoft® Project
Microsoft® PowerPoint

Follow these steps to upload an attachment:

Step

Action/Result

1

Click a specific Attach
Document hyperlink within an
Application section.

PIC automatically displays the
Supporting Documents page for that
particular section.

Select the appropriate type from

the Attachment Type dialog box.

Select the appropriate
development from the Select
Development diaog box.

Enter a description for the
atachment in the Enter
Description text box. Note: The
description cannot be more than
255 characters long.

Click the Browse button.

The File Upload window is displayed.

Select the appropriate file and
click the Open button.

Note: A file name can not be
more than 50 characters.

Click the Attach button.

The selected file is attached to the
application.
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10.The Application
Submission Page

~You
Ar e
here

Click the Submission subtab to access the Submission page.

This page enables you to view summary information for each of the
developments in the Demao/Dispo Submodule. It also enables you to submit an
application to the SAC.

Introduction
] Follow these steps to submit an application:
What is Demo/Dispo
S”med”f? Step Action/Result
| Logging On to PIC 1 Acces_stheAppIication PIC disp_laysgsumma_ry of
1 Submission page. Demo/Dispo information.
Navigating to the 2. Review the Summary of
Demo/Dispo Demoalition and/or Disposition
Submodule Activity information (see Figure
¥ 10-).
[ The App“ia“on Tab 3. Click the View Quality Checklist | PIC displaysthe Quality Checklist

The Application List

Page
¥

The Form HUD-
52860 (Application
Index) Page

i

Verifying or Modifying
Application Sections

]

The Supporting
Documents Page

¥

The Applications
Submission Page

¢

The Remove from
Inventory Tab

{

The Reports Tab

hyperlink to see what information
ismissing.

page. If items appear in the lig, they
must be completed before the
application can be submitted.

See page 10-4 for more information.

4. Click the PHA Certification
hyperlink.

The Specia Applications Center
(SAC) websiteis displayed.

The PHA Certification will be
accessed in Acrobat Reader format.

5. Click the Requirement for a New
PHA Certification hyperlink.

6. Print and complete the PHA
Certificate.

In order to complete the certification,
the certificate must be either mailed
or faxed to SAC (see page 10-3 for
mailing and faxing information).

0- 2- : Resid. | Non- "
Development Bdrm Bdrm 3'3[!"" : &.4+ Tut.al Building | Resid. Tutal .Acres
¢ : Units | Units | Units : Bldgs. |Disposed
Units Units Entrance] Bldy.

ILoo10m

SAMUEL

GOMPERS 0 0 1 0 0 1 1 1 2 130.00
HOMES

Totals: 0 0 1 0 0 1 1 1 2 130

Application Submission

Figure 10-1: The Summary of Demolition and/or Disposition Activity information
on the Submission page.
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Step Action/Result

7. Return to the Application
Submission page.

8. Read the Submission Certification
Statement (see Figure 10-2).

9. Click the Submit button. The application is submitted for SAC
approval. Its statusis changed to
“submitted” on the Application List
page (see Figure 10-3).

Note: Upon the submission of an
application, HAs will not be able to
modify the application. Only the
processor has edit access for
submitted applications.

As it relates o this application for demolition/dispositon, I certify to the following:
- That all information contained in the application is thae as of the date of this application;

_ That the proposed demolition or disposition is specifically authonzed i the PHA plan; and the actions contemplated in
the PHA Plan comply with Section 531 which amends Section 18 of the United States Housing Act of 1937

That this Ageney will carry out its plan in conformdty with Title ¥1 of the Civil Rights Act of 1964 (42 11.3.C. 20004-20004-

_ 4, the Fair Housing Act (42 US.C. 3601-19), Hection 504 of the Rehabilitation Act of 1973 (28 U.3C. 794, and Title I of
the Ameticans with Dizabilities Act of 1900 (42 T.3.C. 12101 et seq), and also certifies that it will affirmatively further fair
housing,

_ That this Agency will notify each fanuly residing in the development of the proposed demolition or disposition 90 days
priot to the displacement date, except in cases of imminent threat to health and safety,;

- that the development or pottion of the development will be demolished or disposed of,

_ each family displaced by such action will be provided comparable housing that meets HOE and that 12 located in an area
that i3 generally not less desirable than the location of the displaced person’s housing,

- such assistance may include:
(d) actual relocation into tenant based housing
(k) project bazed assistance, or
(c) other FHA properties;
payment of actual and reasonable moving costs;
will provide any necessary counseling; and
- will not commence demolition or complete disposition until all residents residing in the building are relocated.

Figure 10-2: The Submission Certification Statement.

Application] Received Application Status
Processor 4 Status 4
Number 4 Date » Type & Date ¥

DDAODODT 05 09/07/2007 Dremolition SAC-Chicago Ha Approved  |0201 872003
DODADODOT 44 |08r2152002 Demolition/Disposition | SAC-Chicago Submitted 02r28/2003
DOAN000342 09/04/2003 Demaolition SAC-Chicago Submitted 09405/2003
DCAD000390 |11/ 4/2003 Disposition SAC-Chicago Submitted 11019/2003
DOADD00EDY 030372004 DemalitioniDisposition | SAC-Chicago Submitted 0300272004

Figure 10-3: The Application List page. Note that the status reads
“submitted” for several applications.
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SAC Mailing Information

Mail to:

Specia Applications Center

US Department of Housing and Urban Devel opment
77 West Jackson Boulevard, Room 2401

Chicago, IL 60604-3507

Fax to:

(312) 886-6413
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The Quality Checklist Page

Click the View Quality Checklist hyperlink on the Submission page to access
the Quality Checklist page (see Figure 10-4).

Application Submission

View Quality Checldist

Figure 10-4: The View Quality Checklist hyperlink on the Submission page.

This page displays alist of al the missing fields for the required sections based
on the application type of the selected application.

Follow these steps to use the Quality Checklist:

Step Action/Result

1. AccesstheQuality PIC displays the Quality Checklist for the
Checklist page. first development listed in the application.

2. Select the appropriate PIC displaysalist of Line Item

Development Number from | hyperlinks to the incomplete line items for
the Development Number | the selected development’ s application.
dialog box.

3. Click aspecific Lineltem PIC displays the incomplete line item.
hyperlink in the table (see

Figure 10-5).
4. Complete the suggested When you return to the checklist, the

section. hyperlink to the line item will no longer
section 3 Environmental Eeview - Eeview mibiation date Application
Section 3: Environmental Review - Review responsible entity name Application
Section 3: Local Government Consultation - Letter of acknowledzement from Local Government L
Offcial Date ppie
wectond Line3: Mon Residental mventory - Calender vear Development
Sectiond Lined: Oceupancy Information - Vacant more 12 month unit count Development

Figure 10-5: An example of the Line Item hyperlinks presented
on the Quality Checklist page.
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11. The Remove Throughthe Removal from Inventory process, PIC removes buildings and units

already approved for removal.
from Inventory
Tab
Introduction Remove Bldg/Units
I Figure 11-1: The Remove from Inventory tab.
What is Demo/Dispo
Submodule? The Remove from Inventory Tab (see Figure 11-1) in the Demo/Dispo
] Submodule enables you to perform the entire process. The tab contains the
| Logging On to PIC following pages (see Figure 11-2):
¥
Navigating to the - TheTask List page
Demo/Dispo - The Unit Transaction page
Submodule . The Submission page: For HA use only.
_‘ _ - The Reviewpage: For HA executive director use only.
| The Application Tab | - The Approval page: For field office use only.

The Application List T
Page Whisy

v nove Bldg/Units Unit Transaction Submission Review Appraval
The Form HUD-
52860 (Application
Index) Page

i Note: Access to these pages, and the functions they contain, depends on your
Verifying or Modifying | Security accessrole. If you cannot access the pages in thistab, or use the
Application Sections features contained in them, contact your HA executive director.
The Supporting
Documents Page

¥

The Applications
Submission Page

Reports

Figure 11-2: The subtabs available under the Remove from Inventory tab.

Yo u ‘
Ar e The Remove from
here InventoryIab

| The Reports Tab
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Removal from Inventory Process

After SAC approves an application, there is a submission and approval process
used to remove units from the PIC inventory. This process involves the
creation, submission, and approval of transactions.

Transactions signify the status of the action applied for in a Demo/Dispo
application. The submission of atransaction signifies the action has occurred.
The approva of atransaction signifies that the buildings/unitsinvolved in a
particular application have been removed from the PIC inventory.

When you create atransaction, the status is “Draft.” This status signifies that
the HA hasjust created a draft version of the transaction. It is not ready to be
submitted to the HA executive director.

When the transaction is ready to be performed, the HA submits the information
to the HA executive director. The status becomes “ Submitted for Review” (see
page 11-12 for more information).

It isthen the HA executive director’s decision whether to regject the transaction
or submit it to the field office for approval. If theHA executive director rejects
the transaction, it receives a“Regected” status. If approved, the transaction
receives a“ Submitted for Approval” status (see page 11-13) for more
information).

The field office may approve or reject the transaction. If the field office rejects
the transaction, the status becomes “Rejected.” In this situation, the HA has the
capability to change the information in the transaction (see page 11-15 for more
information).

After a change has been made and saved, the status of the rejected transaction is
reset to “Draft.”

If the field office approves the transaction, the status becomes “Removed from

Inventory.” The units listed in the transaction are no longer able to be included
in another transaction.

The PIC Demolition and Disposition Submodule User Manual 11-2



The Development List (Task List) Page

Click the Remove from Inventory tab to access the Task List page.

This page presents every development included in an application. It aso
presents the distribution of units approved in an application process, and those
waiting to undergo the Remova from Inventory process.

The Development List (see Figure 11-3) contains the following categories for
each development included in a Demo/Dispo application:

Development Number: Entriesin this column are hyperlinked. Click a
hyperlink to see alist of transactions for the selected development.
Development Name

Total Approved Units: The tota number of units approved in the
application process for the development listed.

Total Removed Units: The total number of units that completed the
Removal from Inventory process and are no longer visible in the
Development Submodule.

Tota Remaining Units: the remaining units that have been approved in
an application process but have yet to undergo the Remove from
Inventory Process

Aelect View: Development b

He) Drimen: Public and Indian Housing

Hey Office: FO Figld él-r;ar-uli::.ln-s -
Hukb: SHCHI Chicaga Hub |

Field Office AAPH CHICAGD HUR OFFICE

Field Cifice HA: IL00T East 3t Losis Housng Suthorty |

Develapment List

Appheation Tipe: | &1 ¥ | Troceeser. | Al ¥

[ Refrieve

Ruecards 1 to 2 of 2

Devalopment Tatal Approved Tatal Remaver Tatal Remaining
Mame Uniits Units Units
TOHEN
TLae1 G2 ROETME0N 50 4% 1
HOMES
Lonini2 EMERSONT ATTS 16 i 1&

Figure 11-3: An example of the Task List page.
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Follow these steps to select a devel opment to review:

Step Action/Result
1. Click the application typein the The Development List refreshesto
Application Type didog box. The | display only the developments

application type signifies the
action that the building or unit has

included in the selected application
type.

been approved to undergo. PIC

displays the following choices:
Py J Note: If no application typeis

selected, PIC displays dll
All (default) applications for the HA.
DeMinimis
Demoalition
Demoalition & Disposition
Disposition
Eminent Domain
Homeownership
HOPE VI Revitaization
Mandatory Conversion
Section 32
- Section 5(h)
2. Click the desired development
number hyperlink (see Figure
11-4).

PIC displaysalist of al
transactions for the selected
development in the Unit
Transaction page.

Records 1to 1 of 1

Development Number Development Name Total Approved Units Total Removed Units Total Remaining Units

HAREISON HOMES 15 0 154

1003003 NORTH

Figure 11-4: The Development Number
hyperlinks on the Task List page.

The PIC Demolition and Disposition Submodule User Manual 11-4



Unit Transaction Page

The Unit Transaction page enablesyou to view al of the transactions for a
devel opment.

It dso provides the Add Transaction hyperlink to users with the proper
security access role. The Add Transaction page enables you to remove
particular units cited in an approved application from the PIC database (see
page 11-8 for more information).

Information Presented on the Unit Transaction Page
Transactions are divided into two separate groups:

Proposed Transactions
Actua Transactions

On the Unit Transaction page, the Unit Summary table (see Figure 11-5)
contains both types. The proposed transactions are highlighted in gray. They
represent an approved action that has not yet occurred.

Linit Transaction Summary
Add Tias

Appheation Transaction

d Status
Mumiber Tyoe el

3. 2636988431981 1 E-
33

Proposed
5 101620 4 =

DAL 5 o

Removed {
5,200 Q .
DDA [ S | rom 0uzziz0me 1222004 010 15 19 (4 |4 DISETHIISUE
ion 1 eneory _
Remaved I
A0 i AT 3263 0811 E-
S — o172004 biaLmons blo |1 |0 o]y PasaeeBRa0BILE
Demoliion ooy M

Figure 11-5: The transaction table on the Unit Transaction page.

Actua transactions are listed with white backgrounds. These types of
transactions represent approved actions that have already been performed.

Each summary record presented on the Unit Transaction page will detail the
different transactions associated with the approved application.

Note: You can review HA executive director or field office comments by
clicking on the Rej ected hyperlink (see Figure 11-6).

3 2636043253 11E

DDA00O01I0S | i Beected M2M32004 1E12003 0 (10 16 20 4 | 50 13

Diemoktion —— —

The user can wew comments by clicking on the Eejected’ lmk

Figure 11-6: The transaction table containing a rejected transaction.
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A Unit Transaction Summary table record includes the following information:

Application Number

Transaction Type

0 Actua Transactions

0 Proposed Transactions

Status (Actua Transactions Only)

0 Draft

0 Submitted for Review

0 Submitted for Approval

0 Removed from Inventory

Transaction Date (Actua Transactions Only)

Action/Closing Date (Actua Transactions Only)

Number of 0-Bedroom Units Included in the Application

Number of 1-Bedroom Units Included in the Application

Number of 2-Bedroom Units Included in the Application

Number of 3-Bedroom Units Included in the Application

Number of 4+-Bedroom Units Included in the Application

Total Resi: The total Number of Units Included in the Application
Total Non Resi. Acres: The total Number of Non Residential Acres
Included in the Application

If arecord isan actua transaction, its entry in the Transaction Type column
will be hyperlinked. Click the hyperlink to view existing transaction
information for the selected record.
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The Status filter can help you limit the records displayed in the Unit
Transaction Summary table. Follow these steps to use thefilter:

Step Action/Result

1. Click the Status didog box. PIC displays alist of options (see
Figure 11-7).

2. Sedlect the desired status. The page refreshes to display only

the transactions in the selected
status.

Note: The default display shows all
statuses.

Unit Transaction Summary

Status:

Application | Transaction Diraft
Number Type Fejected
Femowved from Inwentony
TESILOOZ10 Propcfs.ed Submitted for Approval
Demolition Submitted for Review

Figure 11-7: The Status filter options on the Unit Transaction page.
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The Add Transaction Page

Click the Add Transaction hyperlink on the Unit Transaction page to access
the Add Transaction page (see Figure 11-8).

Add Trans action

Residential ]
Rl;tsiill Total Hon Resi. I_]Ilalete
0f1]2]3 M+ 4

3.2656588432596511E-
319

Figure 11-8: The Add Transaction hyperlink.

010 16 20 4 50

From this page, you can associate a proposed transaction to an actual
transaction. By performing this action, the Development Submodule can be
updated to display the most current unit information.

Note: An actua transaction should only be created after the building has
officially undergone the action specified in the application. For example, if a
Demolition application has been approved, you will only create an actual
transaction after the building has actually been demolished. For actual
transactions, the database needs to be updated to accommodate this change in
information.
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Adding Building Transactions

Follow these steps to add a transaction for a building:

Step

Action/Result

1. Accessthe Add Transaction page.

A page with several didog boxes and
text boxesis displayed.

2. Enter the action date signifying when
the action has taken placein the
Action/Closing Date text box.

Usethe MM/DD/YYYY format.

Note: It isimportant to understand
that the action is what was specified
in the approved application.

3. Select the desired building(s) in the
Complete Buildings Available
dialog box (see Figure 11-9).

Note: Only vacant buildings can be
removed from inventory.

See Appendix B for instructions on
how to move multiple buildings from
the Complete Buildings Available
diaog box to the Proposed Buildings
dialog box.

4. Click the Greater Than Arrow
button (>) to move the building(s) to
the Proposed Buildings didog box.

This populates the Propose Buildings
diaog box with your selections.

5. Select the transaction type approved
in the application using the
Transaction Type didog box.

6. Enter the Non Residential Actual
Acreage amount that is set to undergo
the action using the text box provided.

7. Click the Save button to save the
information, or click Cancel to undo
the entry.

If you click Save, PIC identif ies the
building(s) as “proposed for removal
from the PIC inventory.” The
transaction is updated and posted to
the Unit Transaction page.

If you click Cancel, PIC returnsto
the previous Unit Transaction page.

Cumplet: Buldmgs Suedahle

i

Prapraed Ruldings

3|
5|

Figure 11-9: The Complete Buildings Available and

the Proposed Buildings dialog boxes.
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Adding Unit Transactions
Follow these steps to add a unit transaction:

Step Action/Result

1. Enter the action date signifying Note: It isimportant to
when the action has taken placein | understand that the action is what
the Action/Closing Date text box. | was specified in the approved
application.

Usethe MM/DD/YYYY format.

2. Select the desired building(s) in the
Complete Buildings Available
diaog box.

3. Click the Greater Than Arrow This populates the Propose
button (>) to move the building(s) Buildings dialog box with your
to the Proposed Buildings diadog selections.
box.

4. Sdect the proper building using the
Select building number dialog box
Figure 11-10).

Aemave Fesslental lnventary By Bulng

Complece Buildings Avalable : Propaeed Buildngs

Heanaws Rassdantial lventany F ¢ Lt

Select the buldng number. NoBuilding Info [

Ut fvzailahle Proposed Uit

Figure 11-10: The Select the building number dialog box
on the Add Transaction page.
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Step

Action/Result

5.

Select the desired unit(s) in the
Units Available dialog box.

Evenif itisincluded in the
application, only a vacant unit can
be removed from inventory.

See Appendix B for instructions on
how to move multiple units from
the Units Availabledidog box to
the Proposed Units diaog box.

Click the Greater Than Arrow
button (>) to move the unit(s) to the
Proposed Units dialog box.

This populates the Propose Units
dialog box with your selections.

Select the transaction type approved
in the application using the
Transaction Type didog box.

Enter the Non Residential Actua
Acreage amount that is set to

undergo the action using the text
box provided.

Click the Save button to save the
information, or click Cancel to
undo the entry.

If you click Save, PIC identifies
the unit(s) as “proposed for
removal from the PIC inventory.”
The transaction is updated and
posted to the Transaction
Summary page.

If you click Cancel, PIC returnsto
the previous Transaction
Summary page.
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The Submission Page

Click the Submission subtab under the Remove from Inventory tab to access
the Submission page.

From this page, HA s can submit transactions to the HA executive director.

Follow these steps to submit the transaction for HA executive director review:

Step Action/Result

1. Sdlect the transaction(s) to submit
by checking the Submit
Transaction? check box(es) (see
Figure 11-11).

2. Click the Submit button to submit | After the transaction is
the transaction to the HA executive | submitted, the status of the
director. transaction becomes " Submitted
for Review” (see Figure 11-12)
on the Unit Transaction page.
The transaction becomes non-
editable to the HA.

Total Hon Resi. Submit
Acres Tran.?

3. 2636988432951 1E-
319

3263698843291 1E-
319

[ Cancel ” Submit ]

Figure 11-11: The Submit Transaction?

check box.
Application |Transaction Transaction
Number Type Date
DDA0000105 FoPosed
Demaolition
DDADOOO105 m 20372004
Demolitic

Figure 11-12: A transaction table entry noting that
the transaction is in the “Submitted for Review” status.
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The Review Page

Click the Review subtab under the Remove from Inventory tab to access the

Review page.

From this page, the HA executive director can submit a transaction to the field

office or send the transaction back to the HA for editing.

Follow these steps to submit a transaction for field office review:

Step Action/Result

1. Click the Accept/Reject didog box | PIC displays two options (see
for the desired transaction. Figure 11-13): Approve or Reject.

Select the “ Approve’ option.

3. Click the Submit button to submit | The transaction receives a status of
the transaction to the filed office. “Submitted for Approva’ on the

Unit Transaction page. It
becomes non-editable to the HA
and the HA executive dir ector.

518

315

3 2636588452951 1E-

Approve
@F{e'em

Total Non Resi. Accept/
Acres Reject?

3. 2636988432581 1E-

Select One »

Select One

Figure 11-13: The Accept/Reject dialog box.
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Follow these steps to reject a submission and send the transaction back to the

HA for editing:
Step Action/Result
1. Click the Accept/Reject didog box | PIC displaystwo options: Approve
for the desired transaction. or Reject.
Select the “Reject” option.
3. Click the Submit button. The transaction receives

“Rejected” status on the Unit
Transaction page. The HA
regains the ability to edit the
transaction.

After the HA makes a change, the
transaction regains “Draft” status.
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The Approval Page

Click the Approval subtab under the Remove from Inventory tab to access the

Approval page.

This page enables field office personnel to approve or reject a transaction.

Follow these steps to approve a transaction:

Step Action/Result
1. Click the Accept/Reject didog box | PIC displays two options (see
for the desired transaction. Figure 11-14): Approve or Reject.

Select the “Approve’ option.

3. Click the Submit button to submit
the transaction to the filed office.

The transaction receives a status of
“Removed from Inventory” on the
Unit Transaction page. The units
and building specified in the
transaction are removed from PIC
and no longer visiblein the
Development Submodule.

Total Hon Resi. Approve/

Acres Reject?

3. 2636988432981 1E-

1%

3. 2636958432981 1E-

319 | Select One V

Figure 11-14: The Accept/Reject dialog box.
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Follow these steps to reject a submission and send the transaction back to the

HA for editing:
Step Action/Result
1. Click the Accept/Reect didogbox | PIC displaystwo options: Approve
for the desired transaction. or Reject.
Select the “Reject” option.
3. Click the Submit button. The transaction receives

“Rejected” status on the Unit
Transaction page. The HA
regains the ability to edit the
transaction.

After the HA makes a change, the
transaction regains “Draft” status.
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12.

You
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The Reports
Tab

Introduction

¥

What is Demo/Dispo
Submodule?

¥

Logging On to PIC

]

Navigating to the
Demo/Dispo
Submodule

]

The Application Tab

i

The Application List

Page
]

The Form HUD-
52860 (Application
Index) Page

i

Verifying or Modifying
Application Sections

]

The Supporting
Documents Page

v

The Applications
Submission Page

¥

The Remove from
Inventory Tab

V

The Reports Tab

Click the Reports tab to access the Reports page (see Figure 12-1).

Federal Fiscal Year | Al »

Hatinnal w

Appleabon Type Al ¥

| OenersdeFapot |

Figure 12-1: The Reports page.

This page enables you to create a report detailing the number of approved units
for a demo/dispo action and the number of actual units that have undergone the
demol/dispo action in a given fisca year. Currently, the report can only be
generated on a national scale.

Note: Availability of the Reports page is determined by security accessrole. If
you would like access to the page, contact your HA executive director.
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Generating a Report

Follow these steps to generate a report:

Step Action/Result
1. AccesstheReports page.
2. Select “National” using the Report | PIC displays two more diadog

Type diaog box.

boxes. Application Type and
Federal Fiscal Year.

Select the type of application to
display in the report using the
Application Type didog box (see
Figure 12-2).

Select the year to include in the
report using the Federal Fiscal
Year diadog box. PIC offersthe
following choices:

All (default): Every year there
is data for the selected action.
2004

2003

2002

2001

2000

5.

Click the Generate Report button.

PIC opens a new window
containing the report.

A pplication Type:

LAl v |
-Select &n Aﬁﬁlicatiun Tiﬁe_
Debdinimis

Cemaolition
Demolition/Disposition
Disposition

Eminent Damain
Homeownership
HOPE |

HOPE lI1/5(h)

HOPE % Rewvitalization
HOFE %I/5ih)

HOPE YIiNehemiah
bdandatory Conversion
Section 32

=ection &ih)

Figure 12-2: The Application Type dialog box options.
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Information Presented in the Report

The report consists of one table containing the following information (see
Figure 12-3 for an example):

Fiscal Year
Approved Units
Actua Units
Percentage Complete

The totals for each category are presented in the bottom row of the table.

Application Type: All

=
| 2004 i 4,372 | 219 [

| 2003 | 6,183 | 1,075 |

| 2002 | 9,847 | 7,308 |

| 2001 | 24,704 | 16,495 |

| 2000 | 15,854 | 13,965 |

| 1999 | 17,038 | 15,557 |

| 1998 | 15,499 | 12,045 |

| 1997 | 21,903 i 13,181 |

| 1596 | 22,973 i 6,291 |

| 1995 | 15,345 | 3,620 |

| 1994 | 3,247 | 307 |

| 1993 | 1,873 | 319 |

| 1992 | 300 | 18 |

| 1991 | 144 | 0 |

Totals: L 159,282 | 90,900 5707 %

Figure 12-3: An example of a report.

In addition, the application type selected on the previous page is listed above
the table.

Note: Unless you select to display a specific fiscal year, PIC displays data for
all fiscal years pertaining to the selected action. The years included in the report
vary depending on the action selected.
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The report contains two options for further use of this data (see Figure 12-4).
The following options are displayed as icons on the upper right side of the

report:
Download in Excel: The report downloads into an Excel spreadsheet
for further data manipulation.
Print Page: The report prints as a Web page.
=]
USING AND URBAN DEVELOPMENT

CE OF PUBLIC AND INDIAN HOUSING

Mational Report As of 2/25/2004

Figure 12-4: The options available for further use of a report.
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